
 

HOW TO APPLY 
 
Submit a current and complete State of Florida Employment Application to 
the People First Service Center online at 
https://peoplefirst.myflorida.com/logon.htm.  
 
 

Information Systems Analyst 
(OPS full time) 

 
Class Code: 4105 

 
Position Number: 22092337 

 
Salary Range: $43,505.32 - $87,010.64 

*The successful candidate will be hired at the minimum salary. 
 

Position will end June 30, 2015 
 

General Description 
 

The essential function of the position within the organization is to design, 
analyze, implement and maintain computer programs. The position is responsible 
for developing computer programs and performing related clerical tasks.  

 
Candidate Requirements: 

• Thorough knowledge of Windows 7 operating systems. 

• Knowledge of distributed computer systems operations, terminology 
procedures, and equipment. 

• Knowledge of and ability to install and configure system and application 
software, and diagnose hardware and software problems. 

• Demonstrated expert skill level working with MS Office 2010. 

• Ability to interpret and analyze computer error messages. 

• Ability to detect, diagnose, resolve, and document system malfunctions. 

• Ability to train individuals and groups. 

• Ability to communicate clearly and effectively in both verbal and written 
form. 

• While performing the duties of this job, the employee will occasionally be 
required to stand, walk, stoop, kneel, crouch, or crawl, and to lift up to fifty 
pounds; will regularly be required to talk or hear; read and interpret hand 
written notes and instructions; and will frequently be required to sit and 
use computers for long periods of time. 

• Help desk experience. 
 

 



 
 
 
Special Comments: 

• This is complex and responsible technical work in planning, designing, 

implementing, coordinating, evaluating, and enhancing “paperless” 

technologies for the 2nd Judicial Circuit of Florida. Reports to the Trial 

Court Technology Officer (CTO).  

• Additional duties will be assigned by the Trial Court Technology Officer 

(CTO) and the Trial Court Administrator. 

• This position requires occasional travel to each of six counties of the 
Second Judicial Circuit using a personal vehicle; travel reimbursement will 
be made in accordance with state travel regulations. 

 

• Applicants with Florida State Courts System experience are preferred. 

• Applicants with experience working with Constitutional Officers and other 
senior leadership in state or county government are preferred. 

 

• A thorough criminal background and prior employment check will be 
conducted on all finalists. 

 
 
 

Examples of Work Performed 
 

Designs, analyzes, develops, implements, tests, and maintains computer 
programs to allow users to enter, update and delete data in Courts System 
databases.  
 
Conducts research to discover new methodologies and enhancements for 
users of the State Courts information system; plans and develops system 
requirements and enhancements. 
  
Consults with court clerks, deputy clerks, judges and other appropriate 
staff regarding computer application requirements to ensure efficient 
operations for areas of responsibility.  
 
Ensures compliance with applicable policies, procedures, regulations and 
laws in the performance of technical tasks.  
 
Attends staff meetings to exchange information; attends technical classes, 
workshops or seminars to improve technical skills. Perfect skills in the use 
of application and database developmental tools.  



 

 

 

 
 
 

Competencies 
Data Responsibility: 

Coordinates or determines time, place, or sequence of operations or 
activities based on analysis of data and possibly executes determinations 
or reports on events.  

People Responsibility:  
Persuades or influences others in favor of a service, course of action, or 
point of view.  

Assets Responsibility:  
Requires minimum responsibility for only small quantities of low cost items 
or supplies where opportunities for achieving economies or preventing 
loss are negligible.  

Mathematical Requirements:  
Uses practical application of fractions, percentages, ratios and 
proportions, measurements, or logarithms; may use algebraic solutions of 
equations and equalities, deductive geometry, and/or descriptive statistics.  

Communications Requirements:  
Reads scientific and technical journals, abstracts, financial reports, and 
legal documents; writes complex reports; makes presentations to 
professional groups. 

Complexity of Work:  
Performs work involving the application of logical principles and thinking to 
solve practical problems within or applying to a unit or division of the 
organization; requires continuous, close attention for accurate results and 
frequent exposure to unusual pressure.  

Impact of Decisions:  
Makes decisions with moderate impact - affects those in work unit.  

Equipment Usage:  
Leads or handles machines, tools, equipment or work aids involving 
moderate latitude for judgment regarding attainment of a standard or in 
selecting appropriate items, such as computer applications.  

Safety of Others:  
Requires some responsibility for safety and health of others and/or for 
occasional enforcement of the standards of public safety or health.  

 
 
 
 
 
 



 
 

Education and Experience Guidelines 
Education:  

Bachelor’s degree in computer science, management information systems 
or a closely related field.  
 

 Additional relevant experience may substitute for the recommended 
 educational level on a year-for-year basis.  

 
Experience:  

Two years of related experience.  
 

 Additional relevant education may substitute for the recommended 
 experience on a year-for-year basis, excluding supervisory experience.  

 
Licenses, Certifications, and Registrations Required:  

Valid Florida Driver License.  
Certifications. Professional IT certifications as needed. 
 
 

 
 
 
We are an equal opportunity employer. We do not discriminate on the basis of 
race, religion, color, sex, age, national origin or disability. 
 
If you need an accommodation to participate in the application/selection process, 
please call the contact person at the number indicated for each respective 
position. Persons using a TDD may call the contact person through the Florida 
Relay Service 1-800-955-8771. 
 

 
 


